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• Campus Walk-in Scheduler
 Navigation to Campus Walk-in Scheduler

 Anatomy of Campus Walk-in Scheduler

 Scheduling process

 Reports

• Campus Counseling Module
 What is Campus Counseling?

 Getting started

 Anatomy of Campus Counseling

 Brainstorming possible uses

Agenda
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Walk-in Scheduler Navigation

Search for student 
and select them

Click Schedule 
tab

Click Walk-in 
Scheduler
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Anatomy of Walk-in Scheduler

Help text
Search icon
When clicked right-hand window 
toggles to section search

Requests window
Toggles to section search
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Removes all saved requests

Anatomy of Walk-in Scheduler

Type-

R- Required 

E- Elective 

A- Alternate

Triggers manual 
placement

Blocks 
Requested/Blocks 
required to fill 
schedule

Creates requests 
from student’s 
current schedule
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Anatomy of Walk-in Scheduler

Clicking search icon produces this 
view in right-hand window
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Load sections based on 
request, will not load 
alternate request

Anatomy of Walk-in Scheduler
Unloads all sections, 
except locked 
sections

Drops all classes 
for an effective 
date

Restores 
schedule 
based on an 
effective date

Searches for sections 
of courses using 
specific criteria 
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• Loading Requests
 Enter by course number or

 Use Request Wizard, then

 Load in requests

• Fill empty time slots
 Click @ on courses that didn’t load to see when offered

• Notice manual mode: add/replace/drop add options

 Click EMPTY to see courses available during open times or search for specific 
courses

Process
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Loading Requests 

Enter requestSave

Load
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• Clicking @ icon next to course displays sections in 3 possible colors
 Yellow- Section is already scheduled

 Blue- Section is available to be scheduled

 Red- Section is full 

Filling Empty Time Slots
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• Clicking on one of the colored 
boxes schedules the student in 
one of three manual modes
 Add: Section added to schedule

• Will allow more than one class 
in a period

 Replace: Existing section in period is 
replaced

• Use only if the student never 
attended the other section

 Drop & Add: Existing section end 
dated and new section added

• Requires effective date to be 
entered

• The effective date is start 
date/drop date

Filling Empty Time Slots
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• Click EMPTY to search available courses

• Search displays sections with
 seats taken

 teacher name

 meeting terms

 Periods

 Schedules

 number of students with locked IEP

• Classes in red are full
 Can be overloaded if user has rights

• Click on a course to add

• Click Student Request to return to request 
list

Filling Empty Time Slots
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• Teacher schedules

• Student schedules

Walk-in Scheduler Reports
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• Simple method of giving counselors a way to track students
 Track conversations and meetings

 Assemble teams

 Produce documents to share with a team

What is the Campus Counseling Tool?
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• Counselors need
 Tool rights access

• Optional
 System administrator to load form(s)

 A team willing to collaborate

• Start small
 One student

 Contact Log

Getting Started
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• For school counselor
 Tool rights to Student Information>Counseling (RWAD)

 “Counselor” checked on Census>People>District Assignment

• For teacher, if desired
 Tool rights to Student Information>Counseling

• R (Read) is recommended

• Student with
 Schedule

• If forms are to be used
 Must be created

• FDF tools and experience required

 Uploaded by System Administrator

• Path: System Administration>Counseling>Form Documents

Technical Requirements
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Anatomy of Campus Counseling Module

Navigation
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Anatomy of Campus Counseling Module

Summary tab
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Anatomy of Campus Counseling Module

Team Members tab
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Add Counselor first

Anatomy of Campus Counseling Module



SS1304-1, SS1304-2

Optional – fetch classroom teachers

Anatomy of Campus Counseling Module

• Adds all teachers from student’s schedule
• Start/end dates default to calendar
• View-only access
• Editable
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Optional - add team members next

Anatomy of Campus Counseling Module

Household 
members

Have district 
assignment 
“Teacher” and 
have student in 
a section

Have district assignment “advisor” Click to save
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• Optional - add documents
 FDF’s

• Creation tools required (Word and full version of Acrobat)

Anatomy of Campus Counseling Module
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Anatomy of Campus Counseling Module

Contact Log tab
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Creating Contact Log entries

Anatomy of Campus Counseling Module
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Example Contact Log entry

Anatomy of Campus Counseling Module
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Finding students as a Counselor

Anatomy of Campus Counseling Module

Counseling tool does not produce a 
caseload. Advanced search is the 
method to use.

Teachers who are on teams access 
student using restricted search  and 
clicking on Counseling tool
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• Forms are required for documents
 System administrator must load them in advance

• System administrator manages access rights of team

• Team members can include
 Teachers

 Advisory staff

• Document is shared live among all team members
 Updates are always available

Supporting Teams with Documents



SS1304-1, SS1304-2

• What do you think?

Brainstorming Possible Uses for Campus Counseling
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Additional training is available from Campus U
 Professional, certified trainers

 Just-in-time offerings

 Online

 In person

– In your district

– At Infinite Campus

Learn More!


